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SME Administrator 101 Job Aid Overview 

This job aid provides step-by-step instructions for tasks relevant to SME 
Administrators of the GSA OLU (powered by SAP). Topics covered in this job 
aid include: OLU site access, Homepage navigation (brief overview), Admin 
Center navigation, Items overview, Scheduled Offering (SO) overview & 
creation, registration management, viewing/ printing rosters, and recording 
learning. 
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Introduction  

The GSA Online University (OLU) can be accessed via GSA Single Sign-On (SSO) or via a non-SSO direct URL. Please 
find directions below on the different ways to enter the new SAP site. 
 

SSO Access 

Logging in from a GSA Laptop 
 

1. From your GSA laptop, navigate to the following URL: https://gsaolu.gsa.gov 
 

2. You will be directed to the new GSA OLU homepage. Please keep in mind that your homepage appearance may 
differ slightly based on your role (ex: employee vs. supervisor/ manager) or personal tile configuration. 
 

 
 
 
 
 
 
 
 

https://gsaolu.gsa.gov/
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Non-SSO Access (Direct URL) 

If you are not a GSA employee or you are a GSA employee not accessing via the GSA network (thus not utilizing SSO), 
you will need to access GSA OLU via a direct URL.   
 

1. Navigate to the following URL: https://hcm03.ns2cloud.com/login?company=GSAHCM03. 
  

2. ReaÄ ÔÈÅ 5Ȣ3Ȣ 'ÏÖÅÒÎÍÅÎÔ ɉ53'Ɋ )ÎÆÏÒÍÁÔÉÏÎ 3ÙÓÔÅÍ ɉ)3Ɋ ÃÏÎÓÅÎÔ ÆÏÒÍ ÁÎÄ ÃÌÉÃË ÔÈÅ ȰI Agreeȱ ÂÕÔÔÏÎȢ This will 
take you to the direct system login page for the GSA OLU site. 
 

 
 

3. %ÎÔÅÒ ÙÏÕÒ ÕÓÅÒÎÁÍÅ ÁÎÄ ÐÁÓÓ×ÏÒÄ ÁÎÄ ÃÌÉÃË ÔÈÅ ÏÒÁÎÇÅ ȰLog inȱ ÂÕÔÔÏÎȢ  
(Should thÅ ÌÏÇÉÎ ÐÁÇÅ ÒÅÑÕÅÓÔ Á ȰCompany IDȱȟ ÐÌÅÁÓÅ ÕÓÅ ÔÈÅ ÆÏÌÌÏ×ÉÎÇȡ GSAHCM03) 

 

 
 

4. You will be directed to the new GSA OLU homepage. Please keep in mind that your homepage appearance may 
differ slightly based on your role (ex: employee vs. supervisor/ manager)   
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Main Menu Navigation 

Your GSA OLU Homepage will have a main navigation bar at the top of the page. This navigation bar contains a 
dropdown menu that lists all the SuccessFactors modules available to you (based on your role), along with links to other 
pages within the system. You may click on the Home icon to return to the OLU homepage from any location. 
 

 
 
 
The dropdown menu contains Home, Learning, and 24x7 Live Support links.  

¶ The Home link will take you back to the homepage no matter where you are in the platform.   

¶ The Learning link will take you the learning management area of the system.  

¶ The Admin Center link will take you to the administration area of the system. 

¶ The 24x7 Live Support  link will take you to the area of the system where you can interact with an OLU Live 
Support Specialist for assistance with general OLU navigation and utilization inquiries. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



Powered by: Page 5 | © 2017 eSkillz Corp. All rights reserved. 

 

SME Administrator 101 Job Aid 

 

GSA OLU HOMEPAGE

Homepage Features 

Your ÈÏÍÅÐÁÇÅ ÈÁÓ ÍÕÌÔÉÐÌÅ ÆÅÁÔÕÒÅÓ ÃÁÌÌÅÄ ȰÔÉÌÅÓȱ ÔÈÁÔ ÁÌÌÏ× ÙÏÕ ÔÏ ÖÉÅ× ÄÉÆÆÅÒÅÎÔ OLU functionality in a convenient 
layout. Tiles are movable and can be edited to fit your system needs. Below is an explanation of each feature tile on 
your homepage. 
 

 
 
 
Tile Descriptions 
 
To Do: Lists all your incomplete items, recently completed activities, pending approvals, and tasks assigned to you 
from all modules within the system. To Do items can be sorted by date and/ or type. 
 
Links: Displays links added as shortcuts to other pages and areas of the system. To add or remove shortcuts, click the 
Edit button to view a list of available links. 
 
Welcome: Displays information on the new GSA OLU and will have announcements pertaining to the new Learning 
Management System. 
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 My Admin Favorites: Displays links added as shortcuts to the Admin Center (administration area of the system). 
 
24x7 Live Support: Click on the eSkillz Live Support picture to be transferred to a GSA chat classroom support page 
(powered by eSkillz). Simply selÅÃÔ ÔÈÅ ȰClick Here to Chatȱ button from that page and you will be connected with OLU 
support specialists who are standing by 24 hours a day, 7 days a week to offer assistance. Support specialists assist with 
general OLU navigation and utilization inquiries including how to use the OLU, how to find training, course launch 
assistance and more. 
 
Mandatory Training: #ÌÉÃË ÏÎ ÔÈÅ Ȱ'3! -ÁÎÄÁÔÏÒÙ 4ÒÁÉÎÉÎÇȱ ÐÉÃÔÕÒÅ ÔÏ ÖÉÅ× Á ÌÉÓÔ ÏÆ ÍÁÎÄÁÔÏÒÙ ÔÒÁÉÎÉÎÇ ÆÏÒ ÔÈÅ ÅÎÔÉÒÅ 
year. Please review this list and assign and/or register for training in the OLU. 
 
Tile Browser: Allows the user to add or remove tiles from the OLU homepage. 
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GSA OLU HOMEPAGE

Homepage Options 

The homepage Options drop-down menu can be accessed by clicking on your name in the top right hand corner of the 
OLU homepage.  
 

  
 
Descriptions 
 
Options: Change display options, select a new landing page, change language options, and access accessibility 
settings. 
Admin Center: Administration area of the system. 
Logout: Logout of the OLU system. 
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Learning Administration Homepage Navigation 

To perform administrator related tasks in the system, you must first navigate to the Learning Administration area of 
the Admin Center. 
 

1. Locate the main navigation bar at the top of the OLU homepage.  Click on the Home icon to open the drop-
down menu. 
 

2. Click on the Admin Center icon. This will take you the administration area of the system. 
 

 
 
3. Click Learning and select Learning Administration.  
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4. You are now in the Learning Administration area of the Admin Center. 
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ADMIN CENTER 

Learning Administration Preferences and Time Zone Settings  

To prevent future time zone display issues when creating Scheduled Offerings (SO), it is highly recommended that 
administrators select the appropriate Admin Center preferences. 
 

1. From the Learning Administration page (also called SuccessFactors Administration), click on the Preferences  

 icon located in the top right corner of the menu frame.  

 

 
 

2. ,ÏÃÁÔÅ ÔÈÅ Ȱ3ÅÌÅÃÔ Á ,ÏÃÁÌÅ ÁÎÄ 4ÉÍÅ :ÏÎÅȱ ÓÅÃÔÉÏÎȢ 

 

 
 
 
 
 
 
 

Note: Scheduled 
Offering times will 
be displayed in the 
selected time zone. 
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3. Under the Settings tab of the Preferences page, enter/ select the following information: 
a. Active Locale ID: English 
b. Currency ID: USD (US Dollar) 
c. Time Zone ID: Eastern Standard Time (US/Eastern)  

 

 
 

4. #ÈÅÃË ÔÈÅ Ȱ!Ì×ÁÙÓ ÄÉÓÐÌÁÙ 3ÃÈÅÄÕÌÅ /ÆÆÅÒÉÎÇÓ ÉÎ ÔÈÉÓ 4ÉÍÅ :ÏÎÅȱ ÂÏØȢ 
 

 
 

5. Click Apply Changes to save your preferences. 
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6. Click the  icon in the top menu frame to return to the Learning Administration page. 
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A learning item can be an Instructor Led Training (ILT), Web-Based Training (WBT), webinar, demonstration (DEMO), 
on the job training (OJT), etc. In the Scheduled Offering case, the parent item will be an ILT. 
 

Items Area Navigation 

1. From the Learning Administration page (also called SuccessFactors Administration), cÌÉÃË ÏÎ ÔÈÅ ȰLearningȱ 
icon.  

 

 
 

2. Click on the Items tab in the left menu frame. You will be directed to the area of the system where you can 
search and view your desired Item. 
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ITEMS OVERVIEW 

 Searching for an Item 

1. From the Learning icon page, locate the Items tab. 

 

 
 

2. Enter the Type and Title of the item you wish to search for. You can use the drop-down menu associated with 
ÍÏÓÔ ÃÒÉÔÅÒÉÁ ÔÏ ÒÅÆÉÎÅ ÙÏÕÒ ÓÅÁÒÃÈ ɉÅØȡ ȰÓÔÁÒÔÓ ×ÉÔÈȱ ÖÓȢ ȰÃÏÎÔÁÉÎÓȱɊȢ #ÌÉÃË Search to search for your desired ILT. 

 

 

TIP: Click the 
Ȱ!ÄÄȾ2ÅÍÏÖÅ 
#ÒÉÔÅÒÉÁȱ ÂÕÔÔÏÎ 
to refine your 

search. 
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3. Locate your desired ILT. Click on the Item ID to select and open the ILT. 

 

  
 

4. 9ÏÕ ÁÒÅ ÎÏ× ÉÎ ÙÏÕÒ ÓÅÌÅÃÔÅÄ ),4ȭÓ ÁÄÍÉÎÉÓÔÒÁÔÉÏÎ ÁÒÅÁȢ  

 

 
 
 
 

TIP: Click the 
ȰField Chooserȱ 
button to refine 

your search 
results. 
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ITEMS OVERVIEW 

Item Administration Page  

The ILT administration page is divided into three main areas: 

¶ Core Area ɉÔÏÐ ÌÅÆÔɊȡ #ÏÎÔÁÉÎÓ ÙÏÕÒ ),4ȭÓ ÂÁÓÉÃ ÉÎÆÏÒÍÁÔÉÏÎ ÉÎÃÌÕÄÉÎÇȟ ÔÉÔÌÅȟ ÄÅÓÃÒÉÐÔÉÏÎȟ ÄÏÍÁÉÎȟ ÄÅÓÉÇÎȟ 

requirements, process control, etc. Click the  button to view additional summary data. 

¶ Actions Menu (top right): Displays additional actions that can be performed at the ILT level. 

¶ Related Menu (bottom half): Displays major tabs related to important ILT components (ex: Scheduled 
Offerings). Click More to see additional Related tabs. 
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A Scheduled Offering (SO) is an ILT that has been scheduled with a start date and time. 
 

Scheduled Offering Navigation 

1. From the Learning Administration page (also called SuccessFactors Administration), click on tÈÅ ȰLearningȱ 
icon.  

 

 
 

2. Click on the Scheduled Offerings tab in the left menu frame. You will be directed to the area of the system 
where you can search and view your desired/ existing Scheduled Offering. 

 

 
 


